/ ZJ HOW TO REQUEST

KELLOGG IRS VERIFICATION OF NON-FILING LETTER
COMMUNITY COLLEGE

Independent and parents of dependent students, who have not filed a federal tax return, must submit Verification of
Non-filing Status Letter. Only the IRS can provide this letter. Below are steps to request the letter online or for a paper
letter to be mailed to your address.

ONLINE REQUEST

1
2
3.
4
5

Go to https://www.irs.gov/individuals/get-transcript

Select the “Get Transcript ONLINE button”
Create an account or log on with existing username*
Request “Verification of Non-filing letter” for previous work year or tax year you are requesting

Once you have received your letter, print, sign, date, and submit the letter to KCC’s Financial Aid Office

*To create an account you must be able to verify an email address, filing status, account numbers for loan, credit card,
mortgage, and your mobile number must be associated with your name.

PAPER REQUEST

1. Download form, 4506-T from https://www.irs.gov/pub/irs-pdf/f4506t.pdf

2. Complete lines 1 — 4, following instructions on page 2 of the form. On Line 3: Enter the non-filer’s street address
and zip or postal code. Use the address currently on file with the IRS

3. Line 6: Enter tax form number 1040

4. Check box for line #7 to request the Verification of Non-filing letter

5. Line 9: enter last day of the previous work year or tax year for which are requesting i.e. for the 2016 year, you'd
enter 12/31/2016

6. Check the signatory box stating that you have the authority to sign the 4506-T

7. Enter phone number, sign, and date the form

8. Mail or fax the completed form to the address/number listed on page 2 of the 4506-T form that corresponds
with your state of residence

9. Once the 4506-T form is received/accepted by the IRS, the Verification of non-filing letter will be mailed within
10 business days

10. Sign the Verification of Non-filing letter and submit it to the Financial Aid Office at Kellogg Community College.

Make sure to include student’s name and ID # on the letter.
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HOW TO REQUEST

KELLOGG IRS VERIFICATION OF NON-FILING LETTER
COMMUNITY COLLEGE
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